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Are  You  a  Good  Listener? 


One  way  to  get  along  with  people  is  to  listen  attentively  when  they 
talk  to  you.  It  is  a  subtle  compliment  which  will  help  you  to  make 
friends.  It  also  helps  you  to  understand  and  remember  instructions, 
directions,  and  other  information. 

This  was  the  gist  of  the  advice  given  a  group  of  1,000  business¬ 
women  by  Dr.  Norman  B.  Sigband,  chairman  of  the  Business  English 
Department  at  De  Paul  University  in  Chicago.  "And,"  he  added, 
"the  technigue  of  effective  listening  can  be  learned." 

Mastering  this  technigue  is  a  challenge  to  white-collar  girls.  It  is 
especially  important  to  women  who  deal  with  the  public,  since 
misunderstanding  what  the  customer  wants  can  cause  ill  will  and 
possible  loss  of  business. 

Dr.  Sigband  concluded  with  tips  on  how  to  improve  your  listening 
— and  thus  your  comprehension  and  human  relations: 

1.  Listen  actively.  Don't  let  your  mind  wander.  Be  interested, 
guestioning,  alert,  perceptive; 

2.  Interpret  more  than  words.  Analyze  the  tone  of  the  words  and 
the  speaker's  gestures  and  facial  expression; 

3.  Listen  objectively  to  eliminate  bias; 

4.  Appreciate  the  other  person's  point  of  view.  Listen  for  clues 
to  his  desires,  feelings,  etc.; 

5.  Try  to  give  words  the  same  meaning  the  speaker  intended.  The 
500  most  commonly  used  words  in  our  language  have  over 
14,000  different  dictionary  meanings; 

6.  Listen  with  understanding  and  empathy.  Try  to  get  in  on  the 
same  "wave  length"  to  know  what  the  speaker  is  getting  at; 

7.  Listen  analytically.  Our  minds  work  five  or  six  times  faster 
than  the  rate  of  speech; 

8.  Concentrate.  Listening  is  work,  but  it  pays; 

9.  Listen  accurately  to  eliminate  the  barriers  of  misunderstanding; 

10.  Listen  with  your  heart  as  well  as  with  your  ears. 


(or  thereabouts!) 
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is  one  of  the  permanent  and  certain 


Wish  You  Were  Here 

This  is  the  time  when  vacation  schedules  are  posted 
and  lunchtime  talk  revolves  around  those  precious 
"two  weeks  with  pay.”  A  change  of  scene  and  the 
chance  to  slip  away  from  routine  can  make  a  vacation 
what  it's  meant  to  be;  the  pause  that  revitalizes. 

Members  of  the  Readers'  Panel*  of  this  Bulletin 
have  made  the  most  of  their  vacations  and  holidays. 
Faraway  places  were  listed  as  "the  best  trip  I  ever 
had":  European  tours,  a  honeymoon  in  Tokyo,  four 
weeks  in  Hawaii,  trips  to  Mexico,  a  two-week  stay  in 
a  plush  hotel  in  Shanghai  (in  1948),  and  a  jaunt  to 
Nassau.  The  east  and  west  coasts  of  the  United  States; 
Daytona  Beach,  Florida;  the  New  England  states; 
Yellowstone  National  Park;  California  and  Washing¬ 
ton — these  evoked  fond  memories  for  other  women. 

Plans  for  1960  vacations  are  also  interesting  and 
varied.  A  New  Yorker  will  visit  England,  a  Chicagoan 
looks  forward  to  two  weeks  in  Mexico.  Several  read¬ 
ers  will  drive  through  northwestern  states.  A  Hoosier 
hopes  to  "live  it  up”  in  Chicago,  taking  in  ball  games 
and  night  spots.  Visiting  relatives  in  Iowa  will  be  fun 
for  a  San  Antonio,  Texas,  woman,  while  a  reader  in 
Shreveport,  Louisiana,  will  relax  at  a  religious  camp. 
A  Toronto  white-collar  girl  plans  on  a  bus  tour  of  the 
Canadian  Maritime  Provinces,  and  another  Canadian 
wants  to  take  "a  course  in  French  or  secretarial 
studies  either  in  the  United  States  or  Europe.”  In 
Paducah,  Kentucky,  one  reader  plans  to  be  married 
on  her  vacation; 

Long,  leisurely  trips  are  possible,  due  to  liberal 
vacation  policies  so  many  companies  have  adopted, 
especially  for  longtime  employees.  The  panelists 
average  11  years'  service  and  2.4  weeks'  vacation. 
Women  with  22  to  35  years'  service  reported  from 
three  weeks  to  a  month  off. 

In  addition,  the  vacation  period  often  extends 
throughout  the  year,  rather  than  just  the  summer 
months.  Thirty-five  percent  of  the  panel  members 
prefer  fall  vacations;  24  percent,  spring;  18  percent, 
summer;  12  percent,  winter.  The  rest  had  no  special 
preference. 

"Getting  there  is  half  the  fun,”  as  the  Cunard  Line 
posters  say.  Sixty-five  percent  of  these  readers 
favored  traveling  by  car,  18  percent  by  plane,  12 
percent  by  train.  One  flexible  girl  liked  "any  way 
that  will  get  me  there.”  A  majority  of  77  percent 
preferred  to  go  with  several  friends  and  chart  their 
own  course.  The  other  23  percent  liked  to  join  a  tour, 
where  everything  is  prearranged,  and  they  usually 
find  compatible  people. 

Resorts  are  the  favorite  vacation  spots,  although 
"long  trips  with  many  stops”  ran  a  close  second. 


*Ii  you'd  like  to  serve  on  the  Readers'  Panel,  write  the  editor  for 
details. 


Lakeside  cottages  are  third  choice;  plush  hotels  and 
camping  sites  tied  for  fourth  place.  One  woman  pre¬ 
ferred  "visiting  relatives  and  friends.” 

Eighty-eight  percent  of  the  women  have  spent  a 
vacation  at  home,  but  most  of  them  felt  it  was  better 
to  "get  away  from  it  all.”  Staying  at  home,  53  percent 
did  housecleaning  and  decorating,  20  percent  took 
short  auto  trips.  Others  gardened,  golfed,  swam,  pic¬ 
nicked,  shopped,  caught  up  on  entertaining  and 
movies.  A  Manhattan  office  woman  spent  one  vaca¬ 
tion  "seeing  New  York  as  a  tourist.”  Another  good 
way  to  use  the  time  at  home  was  to  "take  a  Thanks¬ 
giving  vacation  and  do  your  Christmas  shopping.” 

When  asked  how  much  they  spend  on  a  vacation, 
77  percent  of  the  panel  specified  amounts  ranging 
from  $100-$200  up  to  $600-$l,500.  The  average  trip 
cost  around  $350.  One  woman  figures  on  "a  mini¬ 
mum  of  one  month's  salary”  for  her  two- week  vaca¬ 
tion,  while  another  replied,  "We  always  spend  more 
than  we  expected  to.” 

Best  way  to  cut  the  cost,  the  panel  agreed,  is  to 
travel  by  car  with  congenial  friends  and  share  the 
expenses.  Several  suggestions  for  insuring  the  suc¬ 
cess  of  such  a  trip  were  given.  "Choose  companions 
near  your  own  age  and  with  similar  interests.”  "Never 
take  a  trip  with  someone  you  know  to  be  a  moody 
person.”  "Just  one  uncooperative  person  can  spoil  a 
vacation  for  the  whole  group,  so  then  it's  not  worth 
the  mere  money  saved.” 

Other  tips  for  making  the  most  of  your  vacation 
time  and  money  included: 

1.  Plan  the  places  you  wish  to  visit  and  learn  about 
them  beforehand; 

2.  Make  your  schedule  flexible  so  you  can  stay 
longer  in  one  place  if  you  desire  and  to  allow  for 
weather  conditions; 

3.  Start  a  long  trip  early  in  the  morning  and  don't 
drive  alter  dark; 

4.  Do  the  bulk  of  your  driving  during  the  week  to 
avoid  heavy  weekend  traffic; 

5.  Get  off  the  beaten  path; 

6.  Set  up  a  "kitty”  for  sharing  expenses; 

7.  Allow  one  suitcase  per  person.  Sharing  some 
things  (travel  iron,  etc.)  cuts  down  on  luggage; 

8.  For  a  two-week  trip,  pack  for  a  week's  trip.  For 
a  week's  trip,  pack  for  a  three-day  trip; 

9.  Take  your  most  comfortable  clothes  and  shoes. 
Rely  on  "drip-dry”  clothing.  Wear  dark  clothes  while 
traveling; 

10.  Pack  easy-care  coordinates,  one  set  of  accesso¬ 
ries  to  go  with  everything; 

11.  Travel  as  lightly  as  possible,  but  always  with 
a  thermos  of  coffee; 


characteristics  of  a  vigorous  mind.  ■  ■ 


12.  Know  your  camera.  Take  pictures  of  things  you 
want  to  remember,  not  just  for  the  fun  of  it.  Include 
people  in  your  pictures; 

13.  Concentrate  on  just  one  sport,  rather  than  try¬ 
ing  them  all.  You'll  need  less  eguipment  and  sports 
clothes; 

14.  Remember  that  a  vacation  is  meant  for  relaxa¬ 
tion  and  enjoyment.  Don't  wear  yourself  out  so  that 
you'll  need  a  week  to  recuperate  on  your  return. 

What’s  New  in  the  Office 

Salute  to  the  "Hello  Girls" 

International  PBX  Week  will  be  observed  June  6-11, 
1960,  according  to  a  note  from  Mrs.  Darlene  Elkins, 
switchboard  operator  at  The  Standard  Register  Com¬ 
pany's  Midwest  Division,  Fayetteville,  Arkansas.  The 
week  is  fostered  by  the  International  PBX  Clubs, 
which  was  founded  in  1952  and  now  has  more  than 
3,000  members.  (For  information,  write  to  Inter¬ 
national  PBX  Clubs,  3420  E.  Admiral  Court,  Tulsa, 
Oklahoma.) 

Fringe  Benefits  Average  $981 

A  U.  S.  Chamber  of  Commerce  survey  among 
1,002  companies  showed  that  fringe  benefits  average 
$981  per  employee,  or  22  percent  of  their  average 
salary,  $4,500.  When  an  employee  leaves  after  only 
6  months,  it  costs  his  firm  $3,330:  $490  for  fringe 
benefits;  $500  for  training,  agency  fees,  and  other 
extras;  $2,340  in  salary,  based  on  an  hourly  rate 
of  $2.25. 

Women  at  Work 

Half  the  new  jobs  created  in  the  next  decade  will 
be  filled  by  women.  Horizons  reported.  Figures  from 
the  U.  S.  Department  of  Labor  indicate  that  there  are 
$2,315,000  female  and  68,000  male  secretaries, 
stenographers,  and  typists  in  the  United  States. 

Take  Tea  and  See 

Two  agencies  in  London,  England,  are  training 
girls  for  export  to  the  United  States,  to  relieve  the 
secretarial  shortage.  The  editor  of  Office  Manage¬ 
ment  commented,  "Management  has  adjusted  to  the 
coffee  break.  Must  it  now  brace  itself  for  a  tea 
break,  too?" 

Airline  Offers  Commuter  Tickets 

If  your  boss  flies  freguently  to  the  same  cities,  he 
can  get  a  book  of  10  commuter  tickets  for  Capital 
Airlines  flights.  The  plastic  wallet  also  has  a  compart¬ 
ment  for  an  air-travel  card  and  a  supply  of  baggage 
checks  to  let  him  check  his  luggage  through  at  the 
gate,  instead  of  at  the  ticket  counter.  It  takes  just  a 
phone  call  to  make  his  reservation  and  confirm  his 
space.  The  ticket  is  validated  as  he  boards  his  flight. 


Kiss  Your  Eraser  Goodby 

There's  a  new  correction  fluid  that  you  can  paint 
on  typing  errors  and  then  type  over.  "Snopake"  won't 
chip,  crack,  or  peel.  One  dollar  buys  a  trial  kit  at 
your  stationery  store  or  from  the  manufacturer,  Litho- 
Art  Products,  Inc.,  3401  Janssen  Ave.,  Chicago  13, 
Illinois. 

Lightweight  Office  Furniture 

For  executives  and  employees  who  like  to  rearrange 
office  furnishings  for  better  placement,  there's  a  new 
style  of  furniture  called  "Italic."  Various  pieces  can 
be  combined  to  suit  the  individual,  and  there  is  a 
matching  secretarial  desk  made  of  aluminum. 

Last  Call  for  Contest  Entries 

June  15,  1960,  is  the  deadline  for  readers'  entries 
in  the  contest  on  "What  are  the  advantages  of  work¬ 
ing  for  a  woman  boss?"  Please  state  your  views  in 
250  words  or  less,  typewritten  if  possible  (double 
spaced).  Include  your  name,  job  title,  company  name 
and  address,  and  mail  your  letter  to  the  editor  at  the 
address  on  the  last  page.  Each  entrant  will  get  a  new 
Dartnell  booklet,  and  the  winner  will  receive  a  copy 
of  the  Correspondence  Manual  and  Transcribers' 
Handbook,  with  her  name  imprinted  in  gold. 


"It's  just  a  rumor,  but  it's  based  on  some  very  reliable  hearsay." 


The  Problem  Clinic 


The  Mailbag 


"Two  Miles  to  the  Sides" 

We  have  about  15  girls  in  our  office,  and  occasion¬ 
ally  we  go  out  together  in  the  evenings.  Now  we  have 
added  to  our  group  "the  sexpot,"  as  you  put  it  in 
your  April  1  issue.  When  she  goes  along,  she  invari¬ 
ably  attaches  herself  to  a  man  (strange  or  otherwise) 
and,  at  times,  departs  with  one.  The  rest  of  us  depart 
as  a  group.  We're  afraid  that  people  will  start  remark¬ 
ing  about  the  "fast"  group,  instead  of  blaming  the 
person  at  fault. 

We  have  to  work  with  this  girl,  but  don't  want  to 
socialize  with  her.  We  could  discontinue  our  social 
affairs,  but  they  have  always  added  to  the  friendly 
environment  of  the  office.  This  girl  is  certainly  not 
dumb,  but  she  doesn't  know  how  to  subdue  her  attrac¬ 
tion  by  wearing  moderately  styled  clothes  instead  of 
plunging  necklines,  or  by  walking  like  any  other  girl 
instead  of  slinking  two  miles  to  the  sides  while  she 
gets  only  one  mile  forward. 

This  feeling  of  disgust  toward  her  is  unanimous. 
Can  you  offer  any  suggestions  as  to  how  we  can 
discourage  her  from  joining  in  these  social  affairs? 
— Sexpot  Hater 

There's  one  femme  fatale  in  every  crowd,  it  seems. 
Other  groups  who  feel  that  a  rooster  spoils  a  hen 
party  have  developed  a  few  strategies  that  you  might 
try:  (1)  Let  your  "leader"  have  a  frank  talk  with  the 
huntress:  "You're  welcome  to  come  with  us,  if  you 
observe  the  same  rule  we  do:  We  go  with  the  group, 
we  stay  together,  and  we  leave  together.  Is  that 
clear?"  (2)  Pick  genteel  spots  for  the  next  few  outings 
— tearooms,  fashion  shows,  or  movies.  Or  get  tickets 
to  a  play.  If  she  has  to  pay  for  her  ticket  in  advance, 
she'll  be  more  likely  to  stick  with  the  group.  Avoid 
the  local  hot  spots  until  she  decides  that  your  group 
is  too  tame  for  her.  (3)  Choose  a  night  when  you  know 
she  has  a  big  date  or  when  she's  on  vacation.  (4)  If 
drastic  measures  are  called  for,  next  time  she  attaches 
herself  to  a  man,  call  over,  "We're  leaving  now — 
will  you  take  care  of  the  bill?" 


Out  on  a  Limb 

I  enjoy  your  Bulletin  and  feel  that  it  covers  office 
situations  very  well,  but  there  is  one  thing  I  think 
you  have  left  out:  "Girls  going  without  hose  in  a 
modern,  air-conditioned  office."  Wearing  stockings 
should  not  be  a  matter  of  choice,  but  a  matter  of 
good  grooming.  Hope  you  can  mention  this  before 
the  summer  comes  and  the  girls  start  peeling  off. 
— A  New  Jersey  Reader 

I'm  with  you  100  percent,  although,  as  the  following 
letter  shows,  hose  can  be  a  problem  in  any  season: 

Footing  the  Bill 

Your  feature  on  office  safety  must  have  been  written 
for  me  and  many  others  just  like  me.  My  boss  is 
almost  ready  to  hop  a  plane  for  Chicago,  just  to  shake 
your  hand.  From  the  day  I  started  working  here,  he 
has  preached,  "Slow  down."  I  have  myself  under 
control  now,  although  I  still  ruin  one  pair  of  hose 
daily.  Monthly,  this  adds  up  to  about  $25,  or  $300  a 
year.  Do  you  have  any  suggestions  for  licking  the 
hose  problem? — A.  K. 

Many  office  women  have  coped  with  this  problem, 
and  here  are  several  solutions:  Some  girls  wear 
stretch  hose,  which  are  less  apt  to  pop  a  run.  Others 
buy  service- weight  stockings  for  work.  These  aren't 
so  sheer,  but  they  look  all  right  and  can  take  the  strain 
better.  With  full  skirts,  you  can  wear  knee-high  hose. 

Another  idea:  Buy  six  pairs  of  hose  at  a  time.  Then 
if  you  get  a  run  in  a  stocking,  you  can  match  its  mate 
with  the  rest.  This  method  easily  doubles  or  triples 
stocking  life. 

Sincerely, 

Marilyn  French,  Editor 


If  you  have  a  guestion,  we'll  be  glad  to  answer  it. 


THE  DARTNELL  CORPORATION 


